To Change The Text Style And Size

- = Avial Narow &
Changing text style % Book Antiua |
This is technically called the font. Highlight the relevant text T Times New Roman

. T ALGERIAN
and go to the box . Click on the down arrow % Andale Mono

to select a font. (Always use those with T beside them —they & arig)
do not rely on the printer) T Arial Black
T Arial Narrow

. . T Arial R ded MT Bold
Qdding Special %méoé  Arial Rounded MT Bo

T Book Antiqua
Word allows the user to insert symbols or special % Bookman Old Style

characters that are frequently used in documents.
Copyright, trademark, and other graphic elements are just a few symbols that can be added.
There are also international characters and diacritic marks as well.
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To Insert Special Symbols

Click Insert from the Menu bar and then click Symbol.

Choose the Symbols tab.

From the Font drop down list select the style of symbols you would like to insert.
Click on the symbol that you wish to insert, and then click Insert.

You can find symbols in webdings and wingdings
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To Insert Special Characters

1. Click Insert from the Menu bar and then click Symbol.
2. Choose the Special Characters tab.
3. Click on the character that you wish to insert, and then click Insert.

Changing text size

Go to the box 1 ™ and click on the down arrow to select a size.
The size is given in points and one point is equal to %2 inch. Note that the size actually refers to

the /ine height of the text so there is no guarantee as to what height the actual text will be since this
varies from font to font

Note that the sizes shown are not an exclusive list. You can in fact choose any size from 1 to 1638.

If you wish to choose a size which is not in the list simply click in the box [ and type the
required number. (You can also type half sizes, e.g. 12.5)

Serif and Sans-Serif Fonts, Decorative Fonts

The following graphic demonstrates the difference between serif (Times New Roman on the
left) and sans-serif ("no feet", Arial on the right) fonts. Arial and Tahoma are sans serif, while

Times New Roman and Courier are serif.



Character Formatting

Highlight the text you wish to change Font HE
and select Format, font.
This shows the option for changing Font | Character Spacing | Text EFfects |
font and font size, covered in the Font style: Size:
previous task. .5 New Rom |Regular |12
Font style: this allows you to select MTEWidgets A a -
Italic, Bold, or Bold Italic Playbil Ttalic 9
. =Symbol Bold 10
Colour: Click on the down arrow T:I'u:uma " eaid 1ealic 11
Font color: to change the Tirnes New Raman ;I -
I Autarnatic j colour
. Font colar; nderling style: Underling color;
Underline style: There are 16 _ﬁ. — j r 4 = FYp—— j
Underling skyle: kinds of I e e II:I-":"-'E!:I J I EaTiEe
Hinone) o Py
| underlining. Effacts
[ Strikethrough [ shadow [ Small caps
[ Double strikethrough [ outline [ all caps
[ Superscript [ Emboss [ Hidden
™ subscript " Engrave
Superscript - A’ Presig
Subscript — A,
Shadow Outline Times New Foman
511\111[?1];];1 (I:IlAaI;(SCS ﬁlLeLtleifan;i visible This iz a TrueType Font. This Font will be used on bath printer and screen.

Default, . | (0] 4 I Zancel

Speedy formatting

You can format as you are typing. As you come to the beginning of the text you wish to make bold, for

example, press the Ctrl key, hold it down and press B or click on B When you have finished typing text
you wish to be in bold repeat Ctrl B or click on B

Similarly for Italic you can use Ctrl I or click on £ and for single underlining you can use Ctrl U or click on
o

CtrlB  Bold Ctrl Shift +  SUPerseret Ctrl Shift W word underlining
Ctrl 1 Italic Ctrl = Subseript Ctrl Shift D  double underlining
Ctrl U underlined | Ctrl Shift K SMALL CAPITALS Ctrl Shift A All letters as capitals

Ctrl spacebar To remove all formatting

Identify these fonts as decorative, serif or sans serif:

1. Franklin Gothic Bold 5. Curly

2. COOLVETICA

6. American Typewriter

3. Serifa BT

7. Comic Sans

4. Courier New

8. ERASER DUST




